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ASSUMPTIONS AND UNDERSTANDINGS PERTAINING 
FO ENTITLEMINTS OF CONTRACTORS ?2RSONYEL 
AND THE METHOD OF HANDLING FINANCIAL OBL I= 
GATIONS OF SUCH EUPLOYEZS AT FORWARD BAST 
OF OP SRATIONS s a 


GENERAL: 


We assume that: (a) Room and board will be provided at the expense 
of the Government to each individual receiving employment under this 
mission; (b) PX privileges, consistent with law and theater regulations, 
will be available to contractor personnel at prices charged other troops 
at the location involweds and te) Monetary conversion facilities will —~ 
be provided, consistent with theater reqiiraxerts » Without expense to 
the individuals, Accordingly, the employees should be encouraged to 
request only a minimum amount of his remuneration at the overseas base, 
When the deeision is reached as to the actual base(s) of ogueration, you 
will be informed and our best efforts will be mado to furnish: (a cli= 
matic data; (p) commodity cost informations and (c} the type of enter~ 
teinnent or recreation facilities available aid the estimated costs, 
This should assist the contractor and employee in deciding the amount 
of salary that should be disbursed abroad, 


PARTICULARS OF HANDLING APPOINTMENTS AND SALARY PAYMENTS: 
LL LTC SoA SAA eT Ne PP NRE aS Ao ma NAANO aio oneSNNTCU oop neNOASaeee > 


1. The contractor under its system of employment consistently fol- 
lowed, will enter into the employment agreenent with the employee, 


2. The contractor and employee will decide upon the amount of money 
to be disbursed te the individual at the forward base and this amourt 
will be listed on a schedule opposite the employec's name and opposite 
each amount the enployee should affix bis signature indicating that he 
is aware of the amount to be disbursed to hin abroad, 


3. When each team is assenbled, the contractor will furnish tho 
original and two copies of this schedule through existing channels to 
the Government's contracting officer in order that arrangements may ba 
effected to disburse the amount specified once each month in an orderly 
and timely manner, 


4, The contractor may dispose of the remaining portion of the 
individual's salary and process amounts withheld for tax and other 
purposes in accordance with the contractor's established practice or as 
they agree to handle with the employee. The only interest of the Govern. 
ment in this regard being that the contractor should net, for obvious 
reasons, attempt payment to the employee at the forward facility without 
the expressed permission of the contracting officer. ; 
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/  -§, To adjnet the contractor's elein fox the amount disbursed by 
the Governzent under its contract, 2 is expected that the. contractor 
will prepare its monthly eleim in the groes amount, exactly as 1b would 
1f the Governnent was nt effecting any disbursement to the eoutrantor's 
personnel, After striicing the gross total on the invoice, a reduction 
weuld ba made thereunder covering the monotary considerations due the 
Geraemnent as a Yosult ee the Gerereant disbursement (@) during the 
Pree tnvolvad, 


DOCUNENTATION IN SUPPORT OF CONTRACTOR'S | RECORD s 


te ia expected that aach ¢ ontracter participating will need in sup» 
port of ite records end te parmit final settlement with the employee and - 
Governnsnt at completion of 7 nt, certain data showing payments 
effected by the Goverment, “ant sinated that contractor personnel 
will be paid on a ceparate at: which will be supported by Time and 
Attendance reports, cortificd as to correctness by the contractor's 
e@eployoe involved and by the contractor's supervisor at thé installation. 
Phis attendance record will be preparéd in triplicate with the original 
b@log retained by the Gevernment financh reprosentative ecortifying the 
payment voucher, The two duplicate caopice of the attendance report and 
‘ao coples of the payroll will be forwarded by the Gorernmont finenae 
officer to the Government Headyvarters ¢hrourh approved chamels and 
promtiy upon reeeipt at Headquarters one copy of the payroll, as well 
as one copy of the Time and Attendance meord, will be forwarded through - 
established chan-els to the contrvactcr, Throagh this means the. contractcs 
will bo in a position to determine that agreed psyment arrangements are 
being current mag complied with, The original payroll only will be signed 


by each anployee involved acknowledging receipt of payment, but the Gove 
ernment disbursing officer will certify om all conies thet gach employca 
appearine on the payrell received the ansunt shown op .osite his name 
unless otherwise emplained end that the orig nal document or a picture 
sopy of the nayroll, showing acknowLodgrant of the payment, will be mado 
avellable for examination by the conteagtor and/or the employee if 
Heesesary . 


i, It te quite possible, even thouge we employ our beat Informtion 
for egtins ting, thet a contracter anpleyea will find he has either requested 
disburacneut of an insnftiel ent anount at the forward facility or that tho 
amour: being disbursed ebread is ercater than roguired, If this situation: 
should occur, the individuel will, accompanied by his supervisor, contact 
the Covormient finanee representative at the Jecation and exceute in tripli- 
@ete an amended "Payroll Deéuetion For % to show the effective date amd amount . 
ef his salary to be disbursed abroad. The effective date WiLL be cxtgrdcd — 
approxinately (1) foe woolte and wi. pets on the first day of each (4) four. 
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week poriod except in the event of an omergency, to permit: (a) orderly 
advice to be forwarded to the contractor and, (b) appropriate adjustments | 
to be accomplished by the contractor and the Government. Snergencies 

will be handled by cable and confirmed with properly axecuted "Payroll 
Deduction Form", Disposition of this instrument will be the same as 

the disposition of other "documentation in support of contractor's rocords," 


2. A situation may arise when an employee finds that he has excess 
cash in his posscssion at the forward facility and the finance ropresenta- 
tive will be available to assist in disposing of the money, in a secure 
mannor, a9 dealred by the contractor's employee through the purchase of a 
money order, or, as a last resort the money may be relesead to the local 
finanes ropresentative following tho same chamoels stated immediately 
above, The finance representative will: (a) seeuré dircetions in tripli-~ 
cate from. the individual giving desired disposition of the funds received; 
(b) rendor a temporary receipt for tho cash obteineds and (c) furnish advice 
to Government Headquarters of the funds received, furnishing two copies of 
the directions as to disposition depired by the individual involved. 
Government Hoadquartere will: (a) cause a check te be drawn in favor of 
the contractor's employee involved, andi (>) forward the chock and a copy 
of the disposition instrvetions to the contractor involved for appropriate 
action, Receipt, in duplicate, will be roquired from the contractor for 
seid clieck in order that a copy may be furnished to contracter’s omplayse 
to show that his request has been compJiied with. This paragraph deals 
strictly with a process te better services the individual and doos not 
indicate a billing or payment adjustment between the conbracter and the 
Government. 


3, < gituation may arise whereby a contractor's employee will uant to 
secure money from his wife or other allotter for the purpose of effoc*ing a 
"one time" expenditure of funds (Not, necessitating a. change in the amount 
to be paid abroad) and it 48 expceted that this requiremant would be handled 
as follows: {a) The employee would, through means established by the 
Gevernment for handling his communications with "home folks" stateside, 
arrange for a cashier's check to be drawn in the amount required, (Personal 
cheeks will suffice and will be cashed by thea Government I'inance represen- | 
tative abroad, provided the contractor invclved agrees to mke good the 
amount of such personal check should the negotiation of the personal check 
be donted by the bank against which dram). (b) Certified chocks, money 
orders, ctc., will be honored by tho Government Mnanece representative as 
@ service to the contractor's employee without an agreement from the con~ 
tractor involved, and (c) The check, in particular if it is personal, should 
be presented tothe contractor for action which will include forwarding 
through contractors approved channel to this Headquartors for further hand~ 
ling and dispatch to the requestor, 


lk. Under nowel conditions, it is not expected that any travel 
expenses as such will be paid, It may be possible for a contractor's 
emplo;oc to be required to perform temporary duty on official business 
at a location where Government quarters and/or subsistence are not 
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available (as assumed and mentioned in the Gencral comments). Under this 
condition it is expected that the contractor's enployse vould be rein- 
bursod for such temporary duty, in addition to salary, oxactly as though 
he were a Government official rendering similar service, This expense 
would not require adjustment under the agreement betueon the contractor 
and the Government and unloss the contractor desireg, the payment would 
hot be raperted but instead would be handled at tho local level, 


5, wen though it is hirhly irprobable, that it will be necessary to 
"redline™ on the payroll a contractor's employee at the forvard facility 
because of resiqnation or dther reason(s), should such 4 situation occur 
(and "rodlining* will only occur after coordination with the individual's 
supervisor) immodiate notification will bo furnished Headquarters in suffi- 
cient detail to pormit a determination as to the action necessary to be 
taken. Headquarters will pvomptiy reley all information received to the 
eontractor concerned, 
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